
PEI Logistics 
Online Order Entry User Guide 

 
The tracking system is available via our website at www.shippei.com. 

 
To log into the shipment tracking and order entry application select the “Tracking & OE” 
link from the navigation bar on the left side of the screen. Or, if you are tracking only, 
simply enter your tracking number and click “Go”. 
 

 
 

The next screen gives a brief notice that shipment tracking and online order entry is 
available only to those customers that utilize PEI’s air freight services. Truckload 
shipment tracking will be available in the future. Just click the link that says “For login, 
please click here!”. 
 

 
 



The next screen you will see is the log in screen. Enter your assigned username and 
password then click “Login”. 
 

 
 
After you log in to the tracking & OE section you can create new shipments by selecting 
the “Shipping Tools” link and selecting “Create Shipments”. 
 

 
 
 
This will open the entry section. Beginning with the “General” tab, fill in the requested 
information and click “Next”.  
 

 
 
Each time you complete a section and click on the “Next” button you will be taken to the 
next step in the order entry process. To make online order entry more efficient many of 
these fields throughout the process may have a default value. For example, if most of the 
time your company is the shipper and you mostly utilize 2

nd
 Day service these fields can 

be set in the preferences area so that when you log in they are auto populated with your 
company as the shipper and 2

nd
 Day service already selected for you. If you need help 

setting up the default fields please contact your PEI Sales Representative or contact PEI’s 
corporate office at 888-SHIP-911. 



 
Once all of the information has been added, check the box to confirms that you agree to 
the terms and conditions, and click “Submit”. When our dispatch receives your order our 
system will send you a confirmation via email to the default email address that has been 
set up for your account. 
 

 
 
This will complete the order entry process. From here the only other thing to do is to print 
your Bill of Lading and or shipping labels if applicable. This process is done by checking 
the Bill of Lading box, and selecting “Download” option. See Below. 
 

 
 
If for example you are entering an order to be picked up from your vendor you can enter 
your vendor’s email address and click “Email” and our system will email the documents to 
your vendor. 


